
APPLICATION FOR RECORDS RETENTION SCHEDULE ... 
OFFICE OF THE MCRETARV OF STATE 

DEPARTMENT OF ARCHIVES AND HISTORY 
RECORDS MANAGEMENT OlVlSlON 

~~ 

c. i3 Amend Application No. 7a6-A Checkone: El Change; 0 Supercede; 0 Void 
4. Dater of s a r i s  I 5. Remrdr Series Tiik (followEd by title usd in office; if different) 

FOR AGENCY USE 1. Agency Address 

Application h t e  Department of Transportation 
Rights of Way Office 

Application Number No. 2 Capitol Square 
Atlanta, Georgia 30334 

FORRECORDS MANAGEMENT USE 
Application Number 

7 Y- 0 I b -4 
Oate RKeived Dae Completed 

AU6 2 2  B88 I AU6 1% 

. 

I Earliest Lstest 

1973 I to date Rights of Way Acquisition File 



X g H 
1. Reter 

a. I s  th is  the official mpy of the series? 

b. Does the series mntain confidential information requiring security handling? If yes, cite law or regulation. 

If not. where i s  it? 

X 

.. 

- 

c. Is th is  a vital record? 
d. Doer th is  series have historical or long term research value? 
e. When one or two documents in the file make it 11+8SrarV to keep the entire file for a long period. could these 

f. IS the in fo rmion  m ntainsd in this series ever Dubli+d? If  ves. attach CODY. 

g. 1s t ie  information mntained in th is  series ever dnalyzed aridlor recorded in a summarized report? 

h. Is there a d u p l i c a t i ~ ~ ~ b P i i a w r ~ ~ ~ ~ ~ ~ B h i C S P ~ ~ ~ ~ ~  agency? 

dncuments be schedukd sew ratelv? 

If yes. attach w. 

If ves.where? ,-, 
i. 1s th is  series (or: -rtion of itl reaula r Iv r m a ~  . filmed? - 
I. Doerthe record series resub 'n a corm- ' out? 

ion Requirements The following requires the series to be kept: 

years. 
b. Statute of limitation 5 years. e. Administrative need ** - -mars .  

years. f. Federal retention instructions 7 years. 

a. State Law 1 years. d. Audit period 0 

c. Federal law 0 

** 1 ry" 
Attach mpy or exmrt of laws or regulations. Explain administrative need. Deed f i les  are needed permanently for 

research purposes by Right of Way Department.? MI-years for a l l  other documents. 

2 Awoved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 
0 Calendar Year; 0 F.i-1 Year; G .Other -.. 

L I " " I ' L 6  "I PLUJCLL, L I I A a C L I V C  LllL a L  C L I  "I Ca 

m M S ;  *.m 
0 Transfer to local holding area; hold yeark); then 

SEE ATTACHMENI 

- . . -~ 
Revision to application approv.ed by 'Bob McDuffie, District  ManagerNNRF 7/20/ 

N ~. 
~~ ~ ~~ 

These instruaions apply to ai l  prior and futureaaxlmubtionsof the series: 
- .  

~~ 
. .  . . ~. ~ ~ ~~ 

lemmmendations in para- 

If disawued. 8tt& kt& 
raph 12 are approved. State AuditorDasignea 8-u-q 
f explanatim.) Sewetarv of StaelDesirrnee 



ITEH 12 

DEPOSITION 

Cut off file at the end of completion of Right of Way Acquisition and Certi- 
fication or the Title, and Final Disposition of any Condemnation Proceedings. 
Transfer of records to Archives will be completed semi-annually. 

DEED FILE - Hold in current files area 6 months; microfilm in duplicated 
copies, one work copy for research and reference and one security 
copy; hold microfilms in General Office area until obsolete; 
transfer original deed files (hard copies) to State Archives for 
Permanent Retention. 

APPRAISAL FILE - Hold in current files area 6 months; then transfer to State 
Records Center; hold 10 years, then destroy. 

7 
VOUCHER FILE - Hold in current files 6 months; remove Consolidated Tabulation 

Sheet and Microfilm with Deed File; Consolidated Tabulation 
Sheet renains in Deed File after filming; transfer remainder of 
file to State Records Center; hold M) years, then destroy. 

7 
CORRESWNDENCE FILE - Hold in current files area 6 months after completion of 

project; transfer to State Recordir Center; hold MI 7 
years, then destroy. 

PARCEL FILE - Hold in current files area 6 months after completion and closing 
of project; microfilm, then destroy original paper files. 

PLANS FILE - when project in completed; Microfilm 

l t w # l E s - ~ W s - ~ -  

lans verify film, then 
destroy hard copy. &u pG- $a 4 G-AA 

Final Disposition for FILE Microfilm Copies 
Microfilm Securitv Copy - Transfer to Archives Security Microfilm Vault for 
permanent vital records retention. 

Microfilm Reference Corn - Hold in current files area until no longer needed 
for reference, then destroy. 

Reduction in retention from 10 years to 7 years approved by Bob McDuffie, 
Rights of Way Office District Manager. 

Purging of files and microfilm verification to be completed by Department 
of Transportation personnel. 

Revision approved by Bob McDuffie on 7/20/89. NRF 

\ 



.~-. ~< . . _ -  

WiWtion Date 

blicaxion Number 

INSTRUCTIONS: See Publidon No. 76-RM-! for instructions on mmpleting this form. Forward signed ffiginal to 
Department of Archives and History, Records Management Division. 330 Capitol Amoe,,Atlanta, Georgia. 30334, 
Attention: Schedulim Section. 

DeparMent of Transportation' 4xJliSatian NvmMr 
Rights of way of f ice  74-16-a 
N o .  2 Capitol Square r n R W  Dsncompleted 

2373 igeii I Tug y,gM Atianta, Georgia 30334 
L~ 

1. DstesofSeriir 
iarliest Latest 

1Y73 1 To D a t e  

5. R.eords Series T i e  ffollowedby tide us& in offke; if different) 

Rights of Way Acquisition F i le  

lnduded are: Deed f i l e ,  appraisal  f i l e ,  voucher f i l e ,  project  general f i l e  and 
parcel  f i l e s .  
Deed Fi les  containing Right of Entry documents, settlement and 
disbursement statements, t i t l e  ce r t i f i ca t e s ,  Right of Way Deeds 
and Pla t s ,  Condemnation Pet i t ions.  
Appraisal F i l e ,  contains appraisal  agreements, data books, and 
comparaole sales  books and other re la ted documents. 
Voucher F i l e ,  contains accounting statements w i t h  re la ted Cocuments. 
Parcel F i les ,  contains option for  Right of Way, Preliminary t i t l e  
ce r t i f i ca t e s ,  appraisal  reports, negotiation records, relocation docu. 
Alphabetically and numerically by county name and project  number. File i s  arranged: 

i 

3. Monthly Rderona Rate How often are remrdr referred to which are: 

One to six months old -; Seven to twelve months old A,; Thirteen to twentyfw{.rponths ?Id 
rwenty-f:ve months and older to : ap r a i s a l  f i l e ,  and voucher i e re e r r e  ? Deed f i l e  

25 
oeriodicaily For research a f t e r  project  closing 

Lettersize drawers ; Legal-size drawers ;Shelves ; othar lwcrn) 
#. Annual Rata of Armmulation of Rear& 

R--50-71. R n . 7 6  low) 

-_ ~ ~ - ~~~ 



. -  
IES NO 10. thenionnaira (Place an "X" in the proper column) - 1 e -  .- a. Is this the official copy of the series? 

b boes the series contain confidential information requiring rcaain, handling? If yes, 6% law or regulation. 

x < If n . -  c ,  -- 
Y 1 11. f 

3etenti.m Requirements The following requires the series to be kept: 

Yea=. 
e. Administrative need Yea-. 

wars. 

0 
Deeds 

7 

yeus. d. Audit period 
Yean. 
WSS. f. Federal retention instructions 

a. State Law 1 

L Federal law 0 
5 b. Statute of limitation 

Attach copy or excerpt of laws or regdatiom. Explain administrative need. Deed f i l e s  are  needed permanently for  
research purposes by r i g h t  of way department. 10 years for  a l l  other documents. 

2 Awroved Disposition Instructions This agenw recummends that the file series be cut GTF ar ?Jv= end of each: 

Place in inactive f i l e  upon 0 c falendar osinq Y r' o~p,WleFF;  Fi I ~yg~Ef~%c--~ 
of calendar year. 

wads): then 

then. 

63 Hold in the current files area 6 month(s) pads); then 
0 Transfer to local holding area, hold 

LBI Destroy. Parcel F i les  a f t e r  Microfilming 
LX Transfer to State Archives for permanent retention. (Deed files) 
LX Other (Spcify) 

Microfilm Security Copy - Transfer t o  Archives Security Microfilm Vault fo r  permanent 
v i t a l  records retention. 

Microfilm Re€erence Copy - Hold i n  current f i l e s  area u n t i l  no longer needed fo r  
reference; then destroy. 

Transfer to State Records Center; hold lo year(s); then (Voucher, appraisal  & correspondence f i l e s )  

SEE ATTACHMENT 

These instructions apply to al l  prior and future accumulations of the series. 

If disappmmf, an& letter 
f explanation.) 



, ATTACHMEN'i' 

I T E M  12 
DEWSITlON 

Cut off  f i l e  a t  the end of comple-on of mght  of way Acquisition and Cer'ufication of 
the T i t l e ,  and Final Disposition of any Condemnation Proceedings. 

DEED FILE - Hold i n  current f i l e s  area 6 months; microfilm i n  duplicated copies, one 
work copy fo r  research and reference and one security copy; hold microfilms 
i n  General Office area u n t i l  obsolete; t ransfer  or iginal  deed f i l e s  (hard 
copies) t o  State  Archives fo r  Permanent Retention. 

APPRAISAL FILE- Hold i n  current f i l e s  area 6 months; then t ransfer  to  State  Records 
Center; hold 1 0  years, then destroy. 

VOUCHER FILE - Hold i n  curreilt f i l e s  6 months; remove Consolidated Tabulation Sheet 
and Microfilm with Deed Fi le ;  Consolidated Tabulation Sheet remins  
i n  Deed F i l e  a f t e r  filming; t ransfer  remainder of f i l e  t o  State  Records 
Center; hold 10 years, then destroy. 

CORRESPONDENCE FILE - Hold i n  current f i l e s  area 6 months a f t e r  completion of pro jec t ;  
t ransfer  t o  State  Records Center; hold 10 years, then destroy. 

PARCEL FOLDER - Hold i n  current f i l e s  area 6 months a f t e r  completion and closing of 
project ;  microfilm, then destroy or ig ina l  paper f i l e s .  

RECORDS ARE KEPT ON A CALEiiDER YEAR BASIS 

Microfilm Security Copy - Transfer t o  Archives Security Microfilm Vault fo r  permanent 
Vltal records retention. 

Microfilm Reference Copy - Hold i n  current f i l e s  area u n t i l  no longer needed for  reference; 
then destroy. ~ 

L 



i6. TI' No { Department of Transportation 
Division of Highways - Preconstruction Section 
Office of Right-of-way 
Atlanta, Ceorhia ~ - _ _  - __ - 4%-5=---- 

1. ACTION REQUESTED 
.Î  

ESTABLISH DISPDSIT13N STANDARD, 
RECORD WILL CONTINUE TO ACCUMULATE 

DISPOSE OF PRESENT ACCUMULATIONS; fl NO FURTHER ACCUMULATION ANTICIPATED. 
~ 

~ - _  - - -- *- -. 
9 Exact Series Title 

0 
L Earliest 6 Latest Dates of Series 

1915 - To Date ____ ~ Ri&hkOf:---&=qdsitbon_PFLe ____-- - 
rm is the function of the office in which this record scrie5 is Cr€sied 
The Division of Highways is responsible for the planning, location, design, construction and 
maintenance of all roads and bridges financed by Federal-Aid, State-Aid or Authority funds. 
Only those county roads and city streets financed entirely through local funding are designed, 
constructed and maintained without the supervision or participation of the Division. 
Division of Highways is divided into four sections: 
project location through aerial photography and mapping, designs the bridges and roads 
involved, obtains the right-of-way necessary; the Construction Section, which conducts the 
tests of soil and materials involved, oversees construction and assures quality control, and 
supervises the seven District Offices throughout the State; the Operations Sections, which 
issues permits and enforces regulations governing overweight and voersize vehicles, design 
improvaents in vehicular and pedetstrian traffic controls, effects the relocation of utilities 
existing on project right-of-ways, administers State-Aid, and maintains the quality of 
highways; and the. Federal Liasan Section, which works to obtain Federal funds and expedite 
ccapliance with Federal Highway Administration requirements on Federal-Aid projects 

The 
the Preconstruction Section, which determines 

-1 _A___- - __ 
1. Thit file contains the following documents (include form numbers ard t i l ie ,  if a n i  and f i k  mn@heflt): 

See Attached Page. I 
\ :. 
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- ~ ~ _ _ _  - 
~ 

-~________ __._______~.____ --_-_,___ ~~ 

I- 

QUESTIONNAIRE Phrr an "I" in U. p I m r  Idlimn If .DS.ICI I8 "Ym." p 4 i . u ~  erplalq 
.c 

13. Is this the Recmd Copy of the series? 

14. Is there a duplication of this series in anolher office or agency? 

IS. Is the informtiooi mnlaii i fvl III thiF series ever siinimarized or published? A:lach copy of sb.nmry or publication. 

. i f -  I 1  

F l  I I 
'' $ 

] hc 1 
. .  

i 
16. k s  the series coiitain clasqified informalir,ii rkquitiriC: security hatidling? [ 1 E l  

17. Does the series iiiitiale, amend or lerniinale agency policies and prc.:edure; : I.~ 1 ~~ !x : 
I& Could the fumction be performed i f  t h i  liles uere lost or destroyed? I 1 1 X i  

19. Is the series (or major portion of it) regu'%iy ~~ic:otilrned? I f  yes, why? L [ 1 k !  
, k l  c :  

21. Does the record series contain documentdtioii produced as EDP printout? ~ h 1  r :  
20. Does the record series provide data as input to an EDP file? 

22. Has the. Federal Government issued instructions governing retentionldisposition of these files? ~ rx1 t :  

23. Wil l  there be a ~necd foi ttsew iecorrk Ill. 15 years from now? I f  yes, what? B1 I : 
~ ~ -~.~.-__.___.___._~_______I-~_____ 

i 

24. REQUIREMENTS. The following requires Ihe files lo be kept ~ ~ - h ~ ~ ~ l ~  &H$/ . .  

1 

a. [ ] STATE b. ] STKrUlE OF c .  [ ] AUDIT d.'[ 3 FEDERAL e. [ ] ADMINISTRATIVE f. [ HISTORICAL 
LAy LIMITATION .. PERIOD LAW DECISION VALUE 

(Cite Law, Statute, or 'other reason for lhe retention requirement) 
. .  .~ 

~ ~. 
- .. 

i" . .  .~ __ - .~ ~~ ~ - 
25. AGENCY RECOMMENDATIONS: This agency recommends that the file series de cut off at the end of &h 

-[ ] C4LENDAR YEAR -[  3 FISCAL YEAR -[ 3 Other : ' then 

[ ] @Id in the current files area month(=!/ . yearb): 



- -. * . . 

RIGHT-OF WAY ACQUISITION FILE 

11. Documents relating to the acquisitvn of rights-of-way for highways. 

Included are: 

Deed File 
1. plats with revision dates 
2. record sheet (Form €ID 367) 
3. resolution covering acquisition and clearance of rights-of-way 

vith control fo future encroachments and regulation of vehicular 
traffic (Form €ID 508B) 

4. one of the following deeds for each parcel 
right-of-way deed limited access (Form DOT 118LA) 
right-Bf-way deed (Form DOT 118RA) 
right-of-vay deed post roads (Form DOT 118R) 

5. settlement and disbursement statement (Form ROW 527) 
6. data conceriing title search 

Appraisal File ~ 

1. appriasal 
2. certificate of appraiser (Form RW 520) 
3. value finding appraisal (Form RW 3388) 
4. Abbreviated appraisal report for uncomplicated properties (Form DOT 338B) 
5. review appraisers report (Form RW 532) 
6. review appraiser field report (Form 533) 

Voucher File 
1. Yonthlv itatenent (Form DOT 9) 
2. county data sheet (Form ROW AD) vith supporting invoices 6 claim forms 
3. tabulation of appraisals 
4. right-of-way cost data short sheet 

Correspondence- 
1. transmittal letters 
2. letters of explanation 

File is arranged numerically by project number, thereunder chronolog- 
ically by year. '.. 



'z 
RIGHT OF WAY ACQUISITION FILE 

Explanation of Yes Answers to Questions 14-23 

14. The series is partially duplicated at the District Offices. 

20. The series provides input about the appraised values of right-of-way, 
actual cost of right-of-way acquisition and billing data into EDP files. 

21. The series contains the Monthly Wght-af-Way Acquisition Report and the 
Appraisal Value-Report . 

22. WWA PPM30-9 states that right-of-way records must be retained three 
years after final Federal payment of the project. 

23. The series has both administrative and legal value. 



RIGHTT-OF-WAY ACQUISITION FILE 

25. Agency Recommendations 

This Agency recommends that the file series be cut off at the end of completion 
of right-of-way acquisition and the acquisition and certification o€ the title. 

Disposition 

Deed File: hold in current files area five years; then retire to vault at 
State Archives for permanent retention. 

Appraisal File: hold in current files area five years; transfer to Records 
Center; hold five years; then destroy. 

Voucher File: hold in current files area five years; remove consolidated tabu- 
lation sheet and file in Deed File; destroy remainder of file. 

Correspondence File: hold in current files area five years; remove and destroy 
transmittal letters; retire letters of explanation with the Deed 
File to Archives for permanent retention. 

Rationale 

The Georgia Code of Public Transportation Title 95A states that claims against 
the State must be filed one year after the project is opened to traffic. The 
Statute of Limitations states that in inverse condemnation cases, action must 
be brought within five years. 
the construction of a highway within seven years after acquiring the right-of-way. 
Retaining these files for the recomended retention period vill fulfill adminis- 
trative and legal requirements. 

W W A  requires that the State let a contract for 

RECOBDS ARE KEPT ON A CALENDAR YEAR BASIS 


